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addition to internal matters of per-
sonnel administration, internal rules 
and practices which cannot be dis-
closed without prejudice to the effec-
tive performance of a Library function, 
such as guidelines and procedures used 
by auditors, investigators, or exam-
iners in the Office of the Inspector Gen-
eral. 

(4) Records specifically exempted 
from disclosure by statute, provided 
that such statute: 

(i) Requires that the matters be with-
held from the public in such a manner 
as to leave no discretion on the issue, 
or 

(ii) Establishes particular criteria for 
withholding or refers to particular 
types of matters to be withheld. 

(5) Records containing trade secrets 
and commercial or financial informa-
tion obtained from a person as privi-
leged or confidential. This exemption 
may include, but is not limited to, 
business sales statistics, inventories, 
customer lists, scientific or manufac-
turing processes or development infor-
mation. 

(6) Personnel and medical files and 
similar files the disclosure of which 
could constitute a clearly unwarranted 
invasion of personal privacy. This ex-
emption includes all private or per-
sonal information contained in files 
compiled to evaluate candidates for se-
curity clearances. 

(7) Materials and information con-
tained in investigative or other records 
compiled for law enforcement purposes. 

(8) Materials and information con-
tained in files prepared in connection 
with government litigation and adju-
dicative proceedings, except for those 
portions of such files which are avail-
able by law to persons in litigation 
with the Library. 

(9) Records having information con-
tained in or related to examination, op-
eration, or condition reports prepared 
by, on behalf of, or for the use of an 
agency responsible for the regulation 
or supervision of financial institutions. 

(10) Inter-agency or intra-agency 
memoranda, letters or other materials 
that are part of the deliberative proc-
ess, the premature disclosure of which 
would inhibit internal communications 
or be detrimental to a Library function 

(e.g., case files in the Manuscript Divi-
sion). 

(11) Records containing information 
customarily subject to protection as 
privileged in a court or other pro-
ceedings such as information protected 
by the doctor-patient, attorney work 
product, or attorney-client privilege. 

(12) Information submitted by a per-
son to the Library in confidence or 
which the Library has obligated itself 
not to disclose such as information re-
ceived by the Office of the Inspector 
General through its hotline. 

(13) Materials related to specific pa-
tron use of the Library’s collections, 
resources, or facilities either on site or 
off site. This exemption includes: 

(i) Reader Records. Library records 
which identify readers by name, such 
as registration records, reading room 
logs or registers, telephone inquiry 
logs, and charge slips, if retained for 
administrative purposes. 

(ii) Use Records. Users of the Library 
are entitled to privacy with respect to 
their presence and use of the Library’s 
facilities and resources. Records per-
taining to the use of the Library and of 
Library collections and subjects of in-
quiry are confidential and are not to be 
disclosed either to other readers, to 
members of the staff who are not au-
thorized, or to other inquirers includ-
ing officials of law enforcement, intel-
ligence, or investigative agencies, ex-
cept pursuant to court order or admin-
istratively by order of the Librarian of 
Congress. 

(c) Any reasonably segregable por-
tion of a record shall be provided to 
anyone requesting such records after 
deletion of the portions which are ex-
empt under this section. A portion of a 
record shall be considered reasonably 
segregable when segregation can 
produce an intelligible record which is 
not distorted out of context, does not 
contradict the record being withheld, 
and can reasonably provide all relevant 
information. 

§ 703.6 Procedure for access to and 
copying of records. 

(a) A request to inspect or obtain a 
copy of an identifiable record of the Li-
brary of Congress shall be submitted in 
writing to the Chief, OSS, Library of 
Congress, 101 Independence Avenue, 
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SE., Washington, DC 20540–9440, who 
shall promptly record and process the 
request. 

(b) Requests for records shall be spe-
cific and shall identify the precise 
records or materials that are desired 
by name, date, number, or other identi-
fying data sufficient to allow the OSS 
staff to locate, retrieve, and prepare 
the record for inspection or copying 
and to delete exempted matter where 
appropriate to do so. Blanket or gener-
alized requests (such as ‘‘all matters 
relating to’’ a general subject) shall 
not be honored and shall be returned to 
the requester. 

(c) Records shall be available for in-
spection and copying in person during 
business hours. 

(d) Records in media other than print 
(e.g., microforms and machine-readable 
media) shall be available for inspection 
in the medium in which they exist. 
Copies of records in machine-readable 
media shall be made in media deter-
mined by the Chief, OSS. 

(e) Library staff shall respond to re-
quests with reasonable dispatch. Use of 
a record by the Library or Library em-
ployees, however, shall take prece-
dence over any request. Under no cir-
cumstances shall official records be re-
moved from Library control without 
the written authorization of the Li-
brarian. 

(f) The Chief, OSS, shall make the 
initial determination on whether: 

(1) The record described in a request 
can be identified and located pursuant 
to a reasonable search, and 

(2) The record (or portions thereof) 
may be made available or withheld 
from disclosure under the provisions of 
this part. In making the initial deter-
minations, the Chief shall consult with 
any unit in the Library having a con-
tinuing substantial interest in the 
record requested. Where the Chief finds 
no valid objection or doubt as to the 
propriety of making the requested 
record available, the Chief shall honor 
the request upon payment of prescribed 
fees, if any are required by § 703.8. 

(g) If the Chief, OSS, determines that 
a requested record should be withheld, 
the Chief shall inform the requester in 
writing that the request has been de-
nied; shall identify the material with-
held; and shall explain the basis for the 

denial. The Chief shall inform the re-
quester that further consideration of 
the denied request may be obtained by 
a letter to the General Counsel setting 
out the basis for the belief that the de-
nial of the request was unwarranted. 

(h) The General Counsel shall make 
the final determination on any request 
for reconsideration and shall notify the 
requester in writing of that determina-
tion. The decision of the General Coun-
sel shall be the final administrative re-
view within the Library. 

(1) If the General Counsel’s decision 
reverses in whole or in part the initial 
determination by the Chief, OSS, the 
Chief shall make the requested record, 
or parts thereof, available to the re-
quester, subject to the provisions of 
§ 703.8. 

(2) If the General Counsel’s decision 
sustains in whole or in part the initial 
determination by the Chief, OSS, the 
General Counsel shall explain the basis 
on which the record, or portions there-
of, will not be made available. 

§ 703.7 Public Reading Facility. 

(a) The Chief, OSS, shall maintain a 
reading facility for the public inspec-
tion and copying of Library records. 
This facility shall be open to the public 
from 8:30 a.m. to 4:30 p.m., except Sat-
urdays, Sundays, holidays, and such 
other times as the Library shall be 
closed to the public. 

(b) The General Counsel shall advise 
the Chief, OSS, of the records to be 
available in the public reading facility 
following consultation with the Li-
brary managers who may be concerned. 

§ 703.8 Fees and charges. 

(a) The Library will charge no fees 
for: 

(1) Access to or copies of records 
under the provisions of this part when 
the direct search and reproduction 
costs are less than $10. 

(2) Records requested which are not 
found or which are determined to be 
exempt under the provisions of this 
part. 

(3) Staff time spent in resolving any 
legal or policy questions pertaining to 
a request. 
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